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Memo From the Desk of- 

October 16, 1974 

MEMO FOR THE RECORD 

The Sta te  Scholarship Comission is 
following the standard 73-58 t h a t  is 
published in  the  Records Retention 
Schedule and not the o r ig ina l  we have 
on f i l e .  
the attached, whichphould read 1 year_ 
i n  the current f i l e s  m a  and threeln- 
;he Records C e n t s  then destroy (See 
page 25-9 of Publication 73-RM-3) 
as per agency request. 

The published version supercedes 

? RaRar+er/N ,a ‘ 

Reference: Ron Raven, State Records Center 
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FY 1965 - FY 1969 I NOTICE OF STUDENT LOAN GUARANTEE FILE 
_I--II -.. 0 . V b i t  l u a c t l o n  perfor~rd r m a u l z d  i n  a r e a t l o ~ ~ ~ l ~  - -_ 

- The func t ion  of t h e  Higher Education Ass is tance  Corporat ion is  t o :  \ 

(1) Guarantee s tuden t  educa t iona l  l oans  made by e l i g i b l e  l end ing  i n -  > t i t u t i o n s  loca t ed  
throughout t h e  s ta te  of Georgia. 
of a l l  s tuden t  a p p l i c a t i o n s  f o r  l oan  guarantee.  
f o r  guarantee  by t h e  Corporation. 

Represent o r  act as agent  f o r  a l l  e l i g i b l e  l end ing  i n s t i t u t i o n s  i n  Georgia f o r  t h e  
purpose of f u l f i l l i n g  requirements  of Federa l  l a w s ,  rules, r e g u l a t i o n s  or f o r t i d a s  
p e r t a i n i n g  t o  t h e  use of f e d e r a l  funds on guaranteed s tuden t  loans .  This  included 
b i l l i n g  t h e  Federa l  Government f o r  i n t e r e s t  due on each s t u d e n t  l oan  and t h e  subse- 
quent disbursement t o  t h e  proper  l end ing  i n s t i t u t i o n ;  f i l i n g  of all necessary  documents, 
reports and informat ion  wi th  t h e  U.S. Of f i ce  of Education; and maintenance of a l l  
accounting and o t h e r  records  f o r  a u d i t  purposes and/or f u t u r e  r e fe rence .  

This inc ludes  t h e  r ece iv ing ,  eva lua t ing  and p rocess ing  
Approved a p p l i c a t i o n s  are then  processed 

(2) 

_lL_ 311 __-- -_I---I _.^___ -I__ 1 .DISCRxPTIOI OF SEaILs  - I a c l u d .  Form l o .  b Form T l t l e .  I f  *"I 

When the  Georgia Higher Education Ass is tance  Corporation guarantees  a s tuden t  l oan  made by 
a p a r t i c i p a t i n g  l ende r ,  a Notice of Student  Loan Guarantee (Form GHEAC-3) is  s e n t  t o  t h e  
U n d e r  and a copy is  s e n t  t o  t h e  s tuden t .  A t h i r d  copy ( the  Record copy) i s  r e t a i n e d  by 
t h e  Corporation. This  is a s igned l e g a l  document binding t h e  Corporation t o  pay o f f  t h e  
lender  i n  case t h e  s tuden t  d e f a u l t s  on payment of t h e  loan. 

E M 0  FOR THE RECORD; On February 1, 1973 t h i s  app l i ca t ion  was a l t e r e d  a t  Agency reques t  
t o  make of it a s tandard  f o r  a record which w i l l  cont inue t o  accumulate. 

Lv&&+-- 
W.G. KEES 
Records Mngmnt Div. 
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15. Is t h e ~ i n f o r n a t i o n  contained i n  t h i s  s e r i e s  ever summarized o r  published? 
Agency Annual Report t o  General Assembly and Annual .Audit Report 

16. Does t he  s e r i e s  contain c l a s s i f i e d  information reguir ing secur i ty  handling? 

' 

R e c o m m e n d a t i o n s  

17. Does the s e r i e s  document pol ic ies  and procedures of agency's operation o r  m c t i o n ?  [ ]  
. .  . .  i j . i :  .. . . . ,  

i ' 18. Could t h e  function be performed if t h e ' f i l e s  were l o s t  o r  destroyed? kl [ I  
[ I  PI 
PI [ I  

Basic information is contained on computer tapes. 
19. Is t he  s e r i e s  (or me,Jor portion of it) regular ly  microfilmed? I f  yes ,  why? 

20. Does the  record se r i e s  provide d a t a  as input t o  an EDP f i l e ?  
. .  Î , .  . . . ~ ~  .~~ 

A l l  per t inent  Data is  keypunched on Computer Tape 



Ralph D. Roberts 
Records Management Off icer  

F i sca l  Off icer  656-320.0~0 
_-~~I__.-~-~.~___~ 

1-1 .  80: 

. 

J. 
Sta t e  Scholarship Commission 
270 Washington S t r ee t ,  S.W., Room 703C 
Atlanta, Georgia 30334 

__ . ..~. __ 
7 . A C T I O N  R E Q U E S T E D  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIQN; a RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE1 
~~ ~ -~ -~ ..- -- -~ . . . . ~ -_--~ ~ ~~ ~ 8 . ~ n c l u . l v r  oat* .  (,.?X&CT SIRIIS TITLI 

-~ I See Attached L i s t  
-____I____ __ Fy 65 t o  date  

L ~ - . ~ i X K Z t ~ o o  pcr~or.ed re~u1t.d i n  cr..tion or t t , ~ . l . r ~ . s  

The Scholarship Commission is responsible  f o r  administering a comprehensive Statewide 
Student Assistance Program designed t o  provide (1) f inanc ia l  access t o  post-secondary 
education t o  increased numbers of Georgia c i t i zens ,  (2) a wider choice of educational 
i n s t i t u t i o n s  t o  c i t i zens  of Georgia, (3) timely dessimination of information regarding 
such programs t o  students i n  secondary and pos t  educational i n s t i t u t i o n s  and t o  the  
adul t  population a t  la rge ,  ( 4 )  d i r e c t  ass i s tance  to s t u d e n t s  i n  obtaining f inanc ia l  
a id  avai lable  through such programs, (5) ass i s tance  i n  recruitment of s tudents  i n t o  
f i e l d s  of study where a c r i t i c a l  shortage of t ra ined personnel exists, (6) e f f i c i e n t  
management of student a id  funds and coordination of student a id  programs, and (73 
servicing requirements associated with guaranteed and d i r e c t  State  student loans on 
a post-graduate bas i s  from f i v e  t o  ten years.  



13. Is t h i s  the  Record Cbpy of the se r i e s?  . . r [ I  [ I  

14. Is there  a duplication of t h i s  series i n '  another o f f i c e  o r  agency? 

15. Is the  information contained i n  t h i s  series ever  summarized o r  published? * [ I  [ I  
16. Does the  s e r i e s  contain c l a s s i f i e d  information req&ring secur i ty  handling? 

11 [ I  
\ 

11 [ I  
17. Does the  s e r i e s  document pol ic ies  an&-procedures of agency's operation o r  function? [ ]  

18. Could the  function be performed i f .  t he  ' f i les were los t  o r  destroyed? 

[ I  
. . ~  . .  

[ I  [ I  
[ I  [ I  
11 [ I  

19. Is the  series ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? 
,, . . .. . 

20. Does the  record s e r i e s  provide data as input t o  an EDP f i le?  

[ I  [ I  
11 [ I  

21. Does the  record s e r i e s  contain documentation produced as EDP printout?  

22. Is t h e  s e r i e s  affected by Federal o r  grant  funds? 

[ I  [ I  23. W i l l  t he re  be a need f o r  these records 10, 15 years from now? If  yes ,  what? -~~ _ _  ~. __-~ - . ___I. - - - ~  _~.~-_I"~__~-_~--~~~_ _._.._.__--___I.~__~__ 

See attached 
24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept>r_~- years :  . 
a. [ ]STATE b. [ ISTATUl'E OF c. []AUDIT d. []FEDERAL e. I IMNISTRATIVE f .  [ ]HISTORICAL - 

(Cite Law, Statute,  o r  other reason for the re tent ion requirement) 
LAW LIMITATION ' PERIOD LAW DECISION VAGUE 

4 '  

---~. -- ---- _~____I____ __ _ _  ____ 
25. AGENCY RiCOMtENDATIONS. This agency recommends tha t  t h e  f i l e  s e r i e s  be cut  off '  at the  end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR , -NOTHER ,then : 
SEE ATTACHED LIST 

A.[]Destroy immediately a f t e r  cut off .  
B. []Hold i n  current f i l e s  area 

1 []Destroy. 
month( s / y e a r ( s )  , then: 

2 []Transfer t o  records center ;  hold- .- y e a d s ) ,  then: 

b []Transfer h i s t o r i c a l  material t o  Archives ; 
a [ I ~ e s t r o y .  

destroy remainder. 
3 [ l ~ e s t r o y  after audit  (or-. __ _year(s)  a f t e r  audi t ) .  

C. []Hold i n  current f i l e s  area indef in i te ly .  
D.[]Hold i n  current f i les  area __yeads) ,  then t r a n s f e r  t o  Archives permanently. 

E. []Other 

(Indicate br i e f l y  ra t ionah  for recornendations aboue/or wri te  additionat remarks) : 



73- 177 

: 

65 

Cut o f f  f i l c a  a t  cnd o f  cncli f i s c a l  
y e a r ,  t hen  hold  i n  cur ' rcn t  f i l es  
area 6 months; then  des t roy .  

APPROVED: 03/22/73. - 

C u t  o f f  f i l e s  a t  end of cnch f i ~ c o l  
y c n r ;  t h c n  ho ld  i n  c u r r e n t  f i  
area 15 months; t hcn  t r a n s f e r  
Records Center ,  Hold 20 y e e r s  
t hen  d e s t r o y .  
APPROVED: 3/2/72 

en 
t o  

Cut o f f  f i l e s  n t  end of each f i s c a l  
y c n r ;  t hen  ho ld  i n  current f i l e s  
nrcn 1 y e a r ;  t hen  t r e n s f c r  t o  
Records Center, ho ld  3 y e a r s ;  t hen  
d e s t r o y .  
U P R O V E D i  2/1/73 

CllI:A(;-3, Nnt lcc  of 1.onn Cunrriiitc*e. File 
is nrrangcd by d n l c  processed  and tlirrc- 
under by b a t c h  numhcr. 

, . 


